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FOREWORD

This report is part of a study of the state of knowledge with regard to transferable skills. The
various thrusts of the study have separately focused on the nature of transferable skills, on tie pro-
cesses of skill transfer, on existing occupational change data that might facilitate research, on ana-
lytic structures available or needed, on the characteristics of occupationally mohile persans, on the
role of transferable skills in the labor market, and on the recognition and development of transfer-
able skills in various educational and training programs. Taken as a whole, it is hoped that thess en-
deavors will contribute to a better overall understanding of the role skiils play in occupational trans-
fers.

This report examines what is currently being done in several educational programs to develop
skills for occupational transferability and reflects observations resulting from the program site visits.
It also presents insights gained in conversations with r many persons representing selected nrograms
who were very generous in sharing their time and experiences. We are indebted to each one for their
courtesy and interest. In particular, we wish to acknowledge: Richard Gummere, Jr. and J. Arroid
O’Steen, Columbia University; Edward Malott, Jr. and Treadway Parker, American Mana ement As.
sociations; Patrick Montana and George Davenel, National Center for Career Life Planning; Hai
Schreck, Frank Maestas, and Julie Dimler, American Telephone and T graph Company; James
Bruce, Mountain Bell Telephone Company; Irving Moskowitz, Thomas Manior, Eloise Lee, Donald
Taylor, and Val Sena, Denver Career Education Center; Jean Kordalewski, Dann Vickers, Peggy Van
Arnam, Mary Lou Bagdovitz, and Jennie Mingolelli, Regional Learning Service; Anne McMichael,
Robert Boegli, and Norine Stritter, Broward County Schools; Betty Benson, Northrop CDrpQratlon';
James Haun, Rockwell International; Donald Averill, Huntington Beach Union High School District:
Joe Cooney, San Mateo County Schools; Marlys Hanson, Lawrence Livermore l.aboratories: Donald
Miller, International Business Machines Corporation; Napoleon Triplett, Susan Brown, Carolyn Dod ge,

and Linda Holmes, Mesa Verde High School.

Marcia Freedman, Jerome Moss, Jr., and Calvin Taylor served as the project’s Panel of Consul-
tants. We thank them for their gu|dam:e in decisions concerning the program visits, and for their
review of this report.

We also wish to express our appreciation to Richard Migue! for conducting the program visits
and preparing this report, to Allen Wiant and William Ashley for their assistance in planning and
carrying out the interviews, to Frank F’ratzner for his overali direction of the transferable skills
project, and to Robert Stump, Project Officer of the National Institute of Education for his en-

couragement and support.

Y

Robert E. Taylor
Exccutive Director
The Center for Vocational Education
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PREFACE

This paper 15 addresser] to educational practitioners interested in enha ancing individual potential
for dealing with career change. The information presented reflects insights gained from site visits to
programs currently opera ating in 14 orzanizations in business, industry, and education. These pro-

grams were selected because of their focus on job skills and their rec ognition of the need for prep-
aration for career change.

Five types of skill develepment for occur tional transferability are discussad, namely:
@ Task performance skills common to occupations
2 Skills for applying broadly usable knowlodge .
? Personal and interpersonal effectiveness skills
@ Self-analysis skills
‘&  Carser management and productivity skills
Examples from the programs are provided to illustrate how these skills are being developed

- Several téntatwe concepts have surfaced thL { seemn to enhance our understanding of the com-
petencies required to perform a variety of tasks in various occupational roles. These concepts are
reported in the hope that they will contribute to the conceptualization of the study of occupational

transferability. Accompanying each concept statoment is a discussion of attendant issues, caveats,
and implications.

This report concludes with ten recommendations for future resecrch and development. These
recommendations are intended to highiight apparent needs in existing practice and to suggest pos-
sible directions for meeting those needs.

While réading this report, one shou'd keep in mind that the programs we-chose to visit represent
a select sample rather than a scientifice. ly‘ﬁes:qnad random sample. Therefore, -~haty 4 will read,
in no instance, should be generalized beycnd the programs we vigited nor amongst t'le programs them:
selves. For example, the school-based prograims encompass many qgcupatlcmal zategories and lavels,
while the programs involving mature iob changes are dealing with peoj - fairly wigh L in the occu-
pational structure.

But our intent was not to make yenerslizations. instead, we sought out innovative programs
that in whole or part were dire seted toward preparation for occupat: ional transfers so that we could
discuss with the program ;‘ersonnel how they were developing skills for occupational transferability.

O
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~What we were Icoking for then, and whatl we think wi [ound, were

insights on-occupationaltrans=
ferablllty examples of how to develop it, and suygestions for improving existing educational prac-
tices, The persons we chof 10 interview were outstanding. They heiped to clarify our thinking on
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the subject, tempered our conceptualizations with the wisdom of thair experience, and reafi

aur belief in the worth in this undertakin

Anocther thing to keep in mind while reading this report is that we have not described the pro-
grams in toial. instead we have included only parts of selected program activities to illustrate as-
pects of the thesis we were trying to develop. Therefore, it should not be inferred that any program
referred 1o in this report is limited to what 15 presented.

Throughout the report we have tried to give the reader our best impressic -s of what we learned
aﬁd hc:w it réates to the develépﬁ*em Ef s’kills far Gf-tupatiaﬁai transfﬂrabiéiz .. In all instances, thess
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Special Notes to the Reader

A number of program characteristics raised basic questions
for us as we attempted to describe them for consideration by
others. We decided to share some of these questions with the
reacder in the hope that they might stimulate further thought
and discussion, Hence, we have inserted them at appropriate
points in the text, though they are not in themselves a part
of the text. See page 8 for an example.

For convenience, we have used acronyms in referring to the
programs cited in the report. Some of these acronyms are
of aur own invention, however, since not all of the program
administrators or originators use them to refer 1o their own
programs. Our use of them is as defined in Figure 1.
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iNTRODUCTION

Who wants to hire me? [ just got out of school and | haven’t done anything.

[ just lust my job and nobody is hiring teachers any more. What's gaing to
happ <1 to me.

!'m just a housewife. What kind of job can | get? | can’t do anything.

| always drearred of my retirement, but now that ['m retired 1 feel lost.
| need something to do . . . but what?

Another assignment! Thjs is the fourth time |'ve been maved in three years.

! wonder if I'll be able to do the new job?

Sound familiar? Far fetched? Increasingly, American workers find themselves confronted with
the prospect of changing jobs. Whether by choice, necessity, or request, it has been projected that
the average worker may change careers as many as five times in his or her lifetime. That's about
351 million job changes in the lives of the current work force! Surely such a large number of job
changes will produce lasting consequences for both employees and employers. For some it will mean
chaos and frustration. For others it will be weicomed with excitement and vigor. And for many it
will mean moving mindlessly from one pesition to another just to survive. Despite the recurrence of
this phenomenon and the inevitability that it will continue, the vast majority of Americans seem to
have an “I'll worry about it when | come to it"" attitude abcut this seemingly critical aspect of their
lives, .

vy

But why are we so cavalier? Why do we continue to educate ourselves and live out our work

lives as if they will be characterized by stability and permanence?

Perhaps the explanation lies in the assumption that we cannot do anything about it, or more
optimistically, in the belief that jobs are always available and that it is relatively easy to learn how
to do one once you get it. But unfortunately, an observer of workers in fransition cannot testify
that their experiences are pleasant or facile. Quite the contrary. For many it is an anxious time—a
time of uncertainty and self-doubt.

Apparently, somewhere along the line many of us have developed the notion that each job dif-
fers from the next and that our skills are not transferable unless we are making a move to a very
similar job. Even then there is considerable apprehension. This results in feeble attempts to get
jobs—often with mediocre results. Obviously, this s:ate of affairs is not optimally conducive to se-
curing satisfactory jobs or productive workers. Yet, as we are beginning to raise a generation that
will pegin their :areers in the twenty-first century, we find ourselves shackled by employment prac-
tices and misconceptions about our abilities that impair our movement and suceess in the work world.

———We must-find-ways to-develop-human-resources-50 —thater,ﬁﬁloye&s can derive satisfaction and per-
sonal productivity from their work and employers can attain their goals of efficiency and productivity.
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The Ohie 3tate University's Center for Vocational Education, under the sponsorshup of the
National Institute of Education, has conducted a study to deiermine what can be done to enharce
individue! potential for success as persons move from oné job into anotier. Among the various
nhases of this project was an investigation of current practices in education, business, and industry
designed to prepare their clientale for careers characterized by change. We hoped that from this
probe we would gain a clearer understanding of the skilis requited to erform various tasks i1 4
variety of occupational roles and insights into how people can develop these skills.

Qur initial search revealed no programs whose principal focus was the development of trans:
fergble skills. What we found, instead, was a preponderance of programs whose aim was 10 prepare
7 D = b p
people for their job choices by equipping them with skills specific to those jobs. In short, we foun

especially in light of the prospect of job change and the uncertainty that individuals will obtain wo
directly related to their training.

We decided to change our approach slightly. This time we looked for programs that showed a
awareness of the need to develop skilis that would make workers transferable. Approximately 90
programs were recommended to us. In talking with representatives of candidate programs we foun
as we had earlier suspected, that they were keenly aware of the problems associated with career
changes although they did not use the term “transferable skills” in connection with iheir prograrn:s.

While we planned for eight program visits, we were able to extend the number 10 14 and still
remain within our budget due to the fact that severa! of our top choices were located in close prox-
imity to one another. Each visit, which iasted one or two days, consisted of informal interviews
with program personnel and was conducted by two of our project staff. When possible, observa-
tions of the program in action were made. Figure 1 provides brief descriptions of those programs.
More information related to the pregrams can be found in the Program Scenarios at the end of this
report.

The remainder of this paper attempts to amalgamate the knowledge and insights we gained,
and hop: fully, to do justice to these éxemplary efforts to prepare people for a productive work life
It must be pointed out, though, that our visits to these programs did not uncover the ""gold mine”
that we were looking for. No one program had the formula for making people better equipped to
make successful job transfers—they never claimed to have it, Even in combination they do not pro-
vide a blueprint for a comprehensive program to prepare peop!le for career change—we never expecti
them to do so. '

What you will discover is that these programs did give.us a clearer perspective of the problems
and needs of people as they make transitions from school to work or from job to job. They also
showed how they are coming to grips with these problems and needs, the strategies they are em-

It would be helpful if we could present a neat list of skills for job transfers and a “‘cookbook "
for developing thern. But the complexities of this topic, the subtleties and nuances associated with
the discussion of skills and their development, the ambiguity of the terminology, and diiferences of
opinion all would raise considerable doubt as to the validity and credibility of any attempt to be
definitive. Nevertheless, we do have considerable insight into what the items on this list might look
like as well as the cautions and qualifiers that of necessity must be taken into account,

rJ
k
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r— . Adult Competency Education
‘San Mateo County Schoals
Redwaad Clty, Gainfnrma

‘ Iled mbs. ) " ' .

) Aﬂvanced Career Tralnlng
_Rockwell International
v Dawney, Callforma _' »

Mesa Verde ngh School
Cltrus Heaghts California

IET

Campetency Eased Mndel
Huntington Beach Union High School Dlstngt
Huntmgtgn Beach, Cahfcrma

ob entry thrﬁugh Exlsimg courses and mgmnal nccupatlunal gmgrams

~ Career Education Center
.- jmem@ - Denver City Schools
o’ & Denver, Colorado

rﬂ prﬁﬂde students in all. Denver high schools with opportunities to. de-
!nalnp job competencies and explore careers at a central location,

Career’ Life Planning
; LP National Centar for Career Life Planning
- New York, New York

l’@ pramutg cgger gppurtuﬁlt!es, programs, and strategies for older
’kars fm:ing job reentry problems.

C:arger Planning and Davélapment
L ivarmore Lahnratgnes
o " Livermere, California - .

,V.hulp gmp!ayeas ra:oémze thenr skills and the many uses of them
nd to asslst empluvaes contemplating career chaﬁges B &

19

Career Planning Services
Regional Learning Service
Syracuse, New York

CPS

TD assist adults in formeiating and implementing career and educationa
plans including identifications of transferable skills and the acquisition
Columbia University

of job-seeking expertise.
New York, New York D E G :

To assist students and alumni in finding, launching, and pursuing career

through analysis of skills and their use in occupations.

To provide students with on-the-job-training to develop employability
skills and desirable work values and attitudes.

Management Development Programs [ | =
American Management Associations
New York, New York vl | -

To help managers develop to the utmost of their capacities by develop-
ing widely useful administrative and interpersonal skills.

To help improve the perfarmance and productivity of engineers by guji;

ing them in daveloping ability to perform effectively.

To equip high school students with skills necessary to perform entry
American Telephone and Telegraph

level jobs and skills to get and keep jobs.
New York, New York U I l

To pruv-de procedures to be followed in handling non- management
promotioi:, laterals, and dawngrades within any AT&T company.

Deeper Investigation .of Growth

High Sehool Involvement Program
Northrop Corporation
Hawthorne, California

- Personal Vitality Program
international Business Machines
San Jase, California

EmWard Gaunty Schools
Fort Lauderdale, Florida

»

Upgrading and Transfer Plan

Figure 1. :Prggram briefs.
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DGEUPA%IGNAL TRANSFEF&AEILITY;
WHAT IT IS AND HOW TO DEVELOP IT

‘What skills are needed for occupational transfers? |t became evident that no one’s list of skills

had a legitimate claim to being better than others. Our best impression after talking with the pro-

gram people is that all skills are potentially useful. However, ina specific job change sore will play
‘a more important role than others. It depends on the job situation and the people involved.

~ " While the above statement appears to be true, it is not particularly helpful to individuals who
want to equip themselves with {he skills most likely to be needed in the job changes they will make.
So instead of searching for a list'of transferable skills and engaging people in a debate as to which
skills are transferable and which are not, our program visits sought to gain a better understanding of
skills that frequently come into play as individuals move into new job assignments. The following
are the insights we gained for increasing individual potential for occupational transferability.

" What isﬁDecﬁpa’ti@n;al Transferability?

- Occupational transférability is an aspect of human performance that enables individuals to
moveé successfully from one occupation to another. The indicators of transferability are inferred
from the behavior of individuals who make successful occupational transfers and are manifested in
statements of what these persons are.like and what they know and can do. '

The development of these skills and characteristics occurs over a long period of time and is
subiect to many.environmental influences.. Hence, individuals develop, their own unique combina-
- tions and patterns of occupational transferability. This idiosyncratic quality:contributes consider='y"
ability to the difficulty of delineating its components, but, as a result of our interviews, we were
able to ascertain five relatively distinct features that, if developed, should increase an individual's
chances for making successful occupational transfers.

Fiva Considerations for Skill Development

The f@ucwing‘fiv!e areas of skill development were ida;ﬁ\*FiecJ in the 14 programs-We visited:

e  Task performance skills common to occupations
1 /f‘

@ Skills for applying broadly usable knowledge

® ~ Persgnal-and interpersonal effectiveness skills
i . q

e  Self-analysis skills

o’ Céree‘if?}%;nagement and productivity skills

=1
o

14
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. for illustration. -

The lirst consideration in becoming occupationally transferable 1s Lo acquire miuiftiply applica
ble job skills, This means participating in experiences to develop skills that enable you to perform
various tasks in a variety of occupational-roles. [t also mearns becoming aware that some skills have
wider applicability to jobs than do others and that certain skills being developed for one occupation
have the potential for use in many*éther jobs even if at first they may seem unrelated.

A second consideration is to develop a broad base of knowledge that will be useful in many job

“situations. Clearly, individuals whose store of information is rich in facts and fundamental concepts

from areas such as math, science, logic, language ‘arts, aesthetics, and social studies will have more to

contribute to their jobs than those whose intellect is limited to superficial, pedestrian, or esoteric
knowledge. Concomitanitly, this enriched knowledge base can contribute to occupational transfer-

A third consideration is to cultivate personal and social skills. These highly desirable skills en-
able you to function effectively with supervisors, subordinates and coworkers to accomplish work
goals. More often than not these skills are spoken of in terms of the personality characteristics of

' successful workers. For example, these workers are described as industrious, cooperative, friendly,

or conscientious. In regard to occupational transferability, however, one must focus on whether
individual behavior demonstrates possession of those characteristics.

A fourth consideration is skill in self-analysis. This involves knowing who you are and what
you are capable of doing. Having a good grasp of your abilities, interests, needs, values, and attitudes
puts you i touch with the resources you can draw upon to be an effective worker. It also helps you
to discern courses of action that lead to success in work. - It is surprising fo note how few individuals
appreciate their personal resources and understand their utility in employment. T

7

. . . _ e

The fifth consideration is to become competent in managing your overall career. This involves:
having clearly defined career objectives, making personally satisfying job choices and decisions-in
terms of those ohjectives, getting the most out of each work experience including recognition for

success, and knowing when and how to make job moves. It also involves competence in organizing

‘and manipulating your skills and knowledge to bring them into play at the right time with optimal

effect. Being able to maneuver successfully among the weler of events that occur early in a new job

requires that individuals have a clear grasp of the job demands and the ability to respond adroitly.

Similarly, being in control of your own career seems to facilitate occupational transfers because of -
the likelihood of being sensitized tp the opportunities in the new job to advance your geals and the
likelihood of integrating these transitional experiences into a total career pattern. :

Let’s look at these five skill areas more closely drawing on our program interview information

Task Performance Skills Common to Occupations "

&

Assuming that all jobs could be analyzed in such a way as to specify all the skills required to
perform the tasks that make up the jobs, then it should be possible through scanning and screening
to rank skills by the number of jobs that require them. The highest frequency skills would then be,

. by definition, the most transferable because the. likelihood of transferring them to any given occu-

pétign would be greatest. The result of such an analysis would provide individuals who are develop-
ing skills with an index of transferability for those skills. Thus, individuals who develop many of
the highest frequency skills would have the most opportunities to use them in almost any job they
might enter. : .

i
.



Our interviews frequently revealed that there are job changes that can be made relatively easily
~ because of the high degree of task similarity among jobs. Several of the programis.not only make
students aware of these similarities but also use this relatedness factor as a means for structuring
their skills development programs. :
N . We were able to observe three distinct structuring devices operating in the programs related to
skill commonalities. Some of the programs used all of them; others used only one of the devices to
structure their program. The three skill reletedﬁeee factors are:

s

®  Basic skills for entry level jobs .,
®  Occupational core skills
® Skills for performing functions that trensceﬁd occupational clusters

o Basic skills for entry level jobs. The most fundamental skills for transferability can be found in
~ what employers, educators, and the general public expect, or would like to expect, any worker tc
______have to function in this type of society. These skills are often referred to as basic skills, general skills,
functional-literacy skills, or life skills. The Generic Skills Project (Smith, 1973), for example, has
__identified a wide range of academic and interpersonal skills that are fundamental to the performance
- of many tasks carried out in a wide range of occupations. From their analysis, the following are
some of the ekille used in the majority of jobs in their data sample:

)
)

® Read, write, calculate, and selve preblems using whele numbers, freetlens decimals, and
percentages.

.® Es tlmete or measure time (e g., how Iong it takestodo a job)

B

© Read notes, Ietters memoe forms sueh as work erders cherts pelu:y/reguIetlen/metruetlon

s - manuals. “
: ® Reed fo determine facts, ebiniene p’ureeees; to draw iﬁfe::eﬁees; and to make eomperieene;‘-- '
b ® Heed reference materials such as telephone directories, eeteloge teehmcel manials, dic-
tionary, etc. _ o )
. . Cemplet‘e fernﬁs’ using phrases or eenteéeee. o
®  Write memos and Iettere -

®  Give or receive iﬁfer’metieh instruetiaKe, or\direetieﬁei
® Dlscuss mfﬂrmetmn \newpolﬁts methads, precedures with cowerkers euper‘vnsers Dr
clients. . ' - ) ,]

. [ ' ) \ i v
would sermusly lmpalr warkErs. In feet mdlwduels S0 dEfICIEﬂt weuld be excluded from meny ijS,
and varying dearees of competence in these skills would affect the performance level of any wFrker
in any job, Similarly, these skills or lack of them would doubtless have a great effect on the e,uceeee .

of job transfers or, at the very least, on the variety of job transfers that could be mace.
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Thu Adult -Competency Education Project (ACE) is based upon the work vt aneric Skills

Pruject Uqu the Generic Skills questionnaire and taxonomy, ACE interviewed workers to deter-

mine basic job skill requirements so that project personnel would be able to discuss with adults why
they-need math and communication skills.- In short, ACE wanted to show their clients that academic

skills have job market value,

ACE focused on the most frequently occurring unskilled and semi-skilled jobs in San Mateo
County to find which mathematics, reading, and writing skills were required. With this information,

ACE prepared 70 job descriptions that give: (1) the reason the skills are needed on the job, (2) an
academic statement of the skill {instructional objective), and (3) a job-related task by which a person’s

skill prcfncuengy can be measured.

An interesting part of thls pragram is the way in which a student’s course of study is constructed
‘and monitored. Using a student Competency Profile, abstracted from the skills listed on the job de-
scriptions, students, with a counselor’s help, indicate competencies that have been developed and
those that must be developed for the job. As skills are mastered, they are checked off. Students

then get certificates that show .hey are prepared for specific job training.

Y

- The key to the ACE project is to give adult students skills relevant to their chosen jobs. This
involves not only providing instruction in the highly transferable basic skills but also practice in ap-
plymg these skills to tasks spemﬁc to the students’ chosen occupations. For persons who want to
be prepared for employment but have not focused on a job, ACE has identified. skills related to two-
thirds of the jobs analyzed. These skills, of course, are very similar to the high frequency skills of

the Generic Skills Project.

The ACE pro;ect director cautions, however, that it is less effective to teach basic skills without
some specific job focus. Apparently, this job relevance of skills adds ° ‘meaning’’ to their develop-
ment. The project director points out that the job specificity attached to the skills development
seems to hHeighten students’ motivation to acquire these basic skills. However, he is‘concerned that
students might fail to recognize the applicability of those skills to other jobs. Any instruction or
practice of the skllls in other job contexts would be viewed by studerits w1th definite job plans as

i

Does generalizing a skill to many acsupat:ans make it more abstract and less Ilke/y
to have meaning fo students? _

Does focusing skills on spe::zflg ac:::upat/aﬁs rmake thern more mncrere mr:)re méanmg
ful to students, but potentially less transferable? A :

time consuming and extraneous. Nevertheless the project director is confident that the students
will be able to transfer these skills to other ijS if need be because they have been mastered ina

meanmgful cuntext

: ACE ccmbined group vocational counseling with its instructional techniques in order to have
students develop positive self-concepts of their skills and recognize that any skill is potentlally mar-

ketable. : .

The Huntington Beach Competency Based Model (CEM) has identified skill competencies
required for initial job entry. Using a job analysis approach, this high school program has n:ientnfled



ERIC

Aruitoxt provided by Eic:

_aware of the skills they nave 2

job sk;lls and five areas of general competence that cuii....unity employers consider most imp
for success in entry level jobs. Three of the five areas of general competence involve basic skilils:
commumcatmn cgmputatuan aﬁd camprehensnon By rec;ewmg a ”Certlflcate Qf C‘Gmpetency er

hsted on the certltlcates are transferable frDm one area to an«:ther ln thIS way, studeMs are made
aware of skill transferability. :

A matrix design (Figure 2) is used to show how the general competency areas are related to job

titles in given occupations. Each competency is assigned a level which indicates its relative necessity
for job performance. These levels were determined by interviewing workers. However, there were

Can levels af competence and utility be set fur o H iy sk:lls used in occupations?
Are job i‘hégkmbenz‘s reliable sources of information on skills required in their jobs?

Do educators know how to pose the right questlans to job incumbents to get infor-
mation abaut their jobs and do they understand what they hear? !

‘\\ .
differences of opinign among the workers interviewed. In some cases, job incumbents saw a skill as
absolutely necessary Whl|E others saw it as useiess. Consequentiy, {3M'’s designations reflect the
typical responses.

The CBM director noted tha: subject matter teachers were yesistant to this approach at first but
have begun to realize their resporsibility for teaching and monitoring skills (e.g., spelling and reading)
other than those for which they have direct-responsibility. Huntingt.:» Beach helps teachers identify
which job competencies thev ave respcmslble tor teaching and how their subject matter can be related
to those competericies. - : '

- The prgject'direétor féals this program: contribuies greatly to enhancing students’ preparation
for a variety of jobs, Howevcr, he also fezis that much needs to be done to help students become

~eloped ard jobs in which they can use.them. It is clear to him that

]

- Are trad; *fonal teaching ie:"iv sﬂuex satf:
ability of skills? C)r s the i arec

B . E '

it tak2s more than having teashiers uncierstand : ?‘;ﬁ: their subjeci matter is related to basu: jab com-

petencies. The students theii-cives must see those relationships and must have a variety of work
experiences in which to 413z these cornpetercies.”

“The Salabie Skilis Froject (5SP) has identified job perform’aﬂéé requirements for approximately
200 entry level jobs in Broward County, Florida. The goal is to graduate every high school student

‘with "a salable skili,"” meaning the acquisition of skills to get, perform, and keep an entry level job.
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Photo Checker & Assambler NIDIOIO|OG|N .E N D ogjlo|0O N|NIDIN]O
— — —_ . ) — — o . -
Darkrosm Teshnician N N|DIN|O|N|D n|nipb|o|ofo N N[N [N]D
Fhmn Ramuchmb Technician MINJOJO|O[IN]N N|[N|D|DIO]O N]IN|IN|[N|O
Stifl Ph(:tggraphar - IN[N|JOIN|OQJN|N N|N|D|D|O|O N|NININID
Portrait Photographer ‘ NiNfo|N|O[N[N N|NjD|D|O]O N|N[N|[N]|D
Eﬁmmsmal Phumgraphaf NIN|D|N |O|NI|N NI|NID|D|O]|O N|NIN|{N|N
Hews thngraphar NIN[NIN]JOIN|N NIN|D|D|O|O N|ININ|NIN
Mmmn Phutugraﬁner ‘ NINIDIN]OIN|N NIN|DID|O|O M| N[N |NIN
Code: Necessary for job performance in specifiegi‘ job. |

N
D:  Desirable skill, but will not affect employment.
0 Optional skill that the employee may or inay nm‘use on the iﬂb;

SDLIRCE Huntington Beat;h Union High School Dlsfm:t CﬂmpEIEnE}f based model for vocational educat
Author, 1975-1976, p. 19. : '

Figure 2, Campatency based mo del— :
"Huntington Beach Union ngh Scho
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Thé—‘pi’éééss of identifying the competencies that make up each saiable skill area (i.e., job) in-
volvediinterviewing job incumbents about the skills required in their job. The next step was to de-

\termine about 10 competencies per job type, and the existing related vocational and general educa-

tion courses available in the schools. With this information, students plan their high school schedules
so that they. are sure to take thase courses intended to equip them with the critical skills for a selected
entry level job, The system is computerized by cross listing courses and job competencias. Through
grade reporting prcn:edures they will be able to record competencies developed not only through the
courses students havg taken but also thrcugh thew c:c:rnrnumty and wc:)rk: e,q E"lenr;és Upcm cample—

tlflcate

While this arogram does enable Fort Lauderdale to comply with the District Comprehensive
Plan’s long range objective that every student will graduate with marketable skills, not everyone in
Broward County is happy with it. Many are bothered with the narrow occupational focus of each

If all skills for a job cannot be taught , how do you determine which are the more
critical? Should transferable skills have high priority?

Are training for a SpEC‘IfII: job and training for occupational z‘ransferabz/lfy com-
patible educational goals?

. studerit program and the earliness of job choice required (ideally in grade 8). They feel that students

should be developina multiple skills ang. opening moré employment optjpns. The proponents of the
program argue that  dents are free to develop multiple skills, make changes in programs, and pre-
‘pare for more than ong johb. However, they are steadfast in the belief that students should at the very
least be competent in one salable skill area. Perhaps some of this dilemma can be resolved using the
‘computerized system to keep students informed of M skills other than the salable skill they are de-
veloping contribute to their employability, and particularly how any one competency has multiple
occupational utility. Until this is done, the criticism thac .. lents will ha ‘e a narrow occupational
focus appears to be justified. ' ’

chuaaﬁaﬁa‘i:cnfe skills. The occupational programs of the Denver Career Education Center
(CEC) focus on a core program of skills and knowledge related to one fieid (e.g., health occupations’.
The rationale for this is to open 30 job possibilities rather than one. Before their coursas were de-
velaped instructors with the assistance of the business and industry community, identified the core

" skills for each occupational field. As a result, students are trained not only for skills to perf@rm

tasks for certain jobs but also to reall the wider appllcablhty of those skills in related jobs.

CEC also provides students with awareness of the relatedness of mb functions by locating class-
rooms Df\ courses with interdependent needs near one another. For example, cgmmercnalvart and
design courses are located near fine arts and photography. One benefit of this arragngement is that
design students take cost factors such as printing costs into consideration i in the products they design.
Far more ivportanﬂy, students so inclined can enroll in these related courses and have the chance to

‘broaden thejr area of expertise and to transfer their skills and knowledge. The director of the occu-
pational praqrarns notes that students who make school transfefs such as these seem 15 have a better
sense of the multiple extensions of their abilities. Whether this is a result of the transfer ot a cause

Df the transfer is uncertain.

—
i L
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Skills for parfurmlnLunctmns that transcend occupational clusters. The American Manage-

ment Associations {AMA) recognize that most of the skills and characteristics they are concerned
with in their management courses are transferable because these ekllls and characteristics are viewed
as fundamental to effective management

&

velapment Slx mejcr areas ef tranafereble ek;lle and aharacterlsties (Flgure 3) have been drawn
from their descriptions of those courses: self-assessment, personal and interpersonal effectiveness,
eemmunieatian, deeieien making and prablem solvingé managing, and erganieatianal “aawy.”

Y

tive learning teehnuques in addltlon to tradltmnal meth ’d’ f instruction such as Iectures and semi-
nars. Participants learn thmugh small project sessions using in-basket exercises, role playing, the
critical incident process, computerized mmulatmn and feedback. Participants apply ‘‘classroom”
kncwledge ef management prmmples praetlee eoneepts and theorles to ac:tual busnnees altuatlenf.

77) deseriptlen of thelr general management buamees simulation provndes a elear pu:ture of one way

participants develop transferability: B

Participants run a business in competitive teams. They bridge the gap between
theory and practice by applying kngwledge gained at the Course to actual business
situations. They steer the company thraugh several quarters of operation . . . rotating
roles’in different line and staff pesmens . and at different management levele. :

They make most of the eritiea!‘decismne a management team would make, facing
“such challenges ‘as the timing of raw materials purchases, which facilities to use for
“  production, marketing strateqy. ' iring and compensation of personnel; research ex-
C penditureei pricing and the payment of dividends. :

Computer prlntuuts prcwlcle them with. the resu!ta of their decisions as they would
most likely occur in a real company . . . the consequences in terms of such factors .
as inventory levels, personnel turnover ealesg net profit after taxes and return on
invested‘capital, . . o
B . : L]
Throughout the enmulatlon participants are coached and ceunseled by Management
Caurse experts as they be ome tetaHy nnvelved wnth the eperatren ef a typneal

. see who can get the best results frem practleal management decnsnene (p 75)

AMA shows sophistication in the manner in which each eklll area is dehneated For example,

e }E_

. reviewing the course descriptions gives-a clear picture of what i is included in -developing communica-

tion skills. Frgure 3 shows many of the tranaferable skills gleaned from the management develapment

) ch can the instructional speetftc:/ry of skills be mereased wzthaut detractmg from
the aecupatlanal tranaferabihty of those skills?




Seif-Assessment

Learning how to learn from one’s

* - experience

Helatmg self-knowledge to career goal

. setting

Analyzmg one’s work day

Analyzing strengths and areas of needed
- improvement in terms of one’s job

Personal and Interpersonal

“@tivating !

Leading

hgntiating

_aat;hmg, Guunsehng, and consuiting
" to develop others

>hoosing appropriate behavior for

- .various work situations

a1 zing on one's managémem -

~style .

barception of self and others

rojecting self in positive ways

nderstanding group roles

lating to peers, superiors, and

" stubordinates

S

Communication

Analyzing the intent vs. the impact of
one’s communication

‘Commanding attention

Usiﬁg impact words and phrases

Dghvenng pub!u: speerzh or makmg a
presentation

Talking to one person

Selling ideas to one or mare people

Speaking as a meeting leader or
conferee

Making sure your message is under-
stood

Using visual aids and participative
reinforcement tools

Transmitting ideas logically, concisely,
and cleatly

Getting profitable results from
conferences and meetings

Writing letters that get results

Organizational “’Savvy”’

Tuning to the corporation’s goals
and expectations

Political strategies

Competitiveness/assertiveness/ -
visibility as a means for.
prémminﬁ

Figure 3.’ Selected skills, from AMA's course descnptmns

for management develnpment

2e .

i

Decision-Making-and Problem Solving

Identifying the problem in a decision
situation

Risk taking

Analyzing the problem

Working in groups to make decisions

Defining and solving interparsonal problems

Tracking variances and knowing what to do
about them

Setting goals and priorities

Dealing with value collisions in decision
making

ij&ctmg EUHSEC{UEI‘IEES c;f altgrnatlve
solutions

Managin

Measuring perf. ‘mance and reviewing
resuits

Deiegating effectively to get things done

Planning N

Understanding technical aspects of support
systems such as computer language

Understanding of organizational principles
and techniques

Using such techniques as systerns analysis
and design

Managing ﬁn‘lé

. Ealam;mg the demand nf wurk and

private I|fE .
F‘reparmg and presentmg a budget plan
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course descriptions. The notable leaiure of these deseriptions is that the skills are speaific outcomes
rather than “'usceful by products.”

L L]

Skills for Applyl_lBraadly Usable Knawledie

Everyone processes a vast arnaunt of knowledge in a lifetime. This involves a considerable
amount of our time, and, as far 1415 our careers are concerned, it should be time well spent. Qbviously,
all the programs we visited had increasing knowledge as one of their goals. Considering that we retain
less knowledge than we are exposed to, it seems imperative that education and training programs give
serious thought to teacihing knowledge items that individuals can use in many occupational endeavors
and to making students aware of the multiple utility of this knowledge.

The skills development programs just discussed all stressed the importance of acquiring knowledge
associated with the basic skills (reading, writing, and mathematics). But individuals who are “know!-
edgeable’” go far beyond that. We are not in a position at this time to delineate what it is they know,
but we have some insight into the knowledge skills they have. Essentially, there are six that appear

What knowledge do péaﬁl& need in order to enhance their occupational
transferability?

N - o L]

to ccmtribut’e to Dc;upatignal traﬁsfarability:

!\blllty to commit knowledge to merﬁary

Ability to recall information accurately o

Ability to Idéﬂtlfy information needed for occupational tasks

Ability to use knowledge in decisiori making and problem splving

Ablllty to create riew knawledge asa result of synthesizing existing knowledge,

Personal and Interpersonal Tgffggjggeness Skills °

All of the persons interviewed stressed that, in order to be occupationa!lv transferable, indiv-
iduals need to be skillful in demonstrating the personal and social characteristics that enhance job
effectiveness. HIP refers to these characteristics as *‘work ethies,” Fort Lauderdale calls them “skills
to get and keepa job,”” and Denver calis them “’personal characteristics for work."

These characteristics are described by-the program people in terms of attitudes or skills. Fo:
the purpose of our discussion, one should keep in mind that both attitude and skill are involved.

- For example, interpersonal Skl”“ rank very high in the number of times they are mentioned. Ob-

viously, these skills cannot be put to use unless individuals.possess personality traits such as positive
attitudes about se!f and others. Similarly, lralts such as conscientiousness, responsibility, and inde-
pendence are aiso mentioned frequently. ' It is clear that individuals cannot be said to have these
traits unless they can demonstrate them on the job—and this requirus a certain amount of skill.

Another distinction whlch may Seem equslly spurious is differentiating between personal and
social effectiveness, Quite simply, it-is our attempt to-show that there are traits that benefit people
when working independently and when working thh other§ and that both kinds facllltatﬂ occu-
pational transfers. :

14



Figure 4 pmwdes examples of personal and interpersonal effectiveness ’ aknl!s " As you read
them, keep in mind that the list for each organization is by no means complete. .They merely are
sample items gleaned from our notes on the interviews or from program materials. More than the
specific items listed, however, these organizations recognize the importance of these skilis for job
performance. Job specific technical skills alone cannot ensure transferability.

A general trait that helps people throughout their careers and seems to be especially evudem in
job moves is vitality. It is sometimes referred to as an ability to grow. When individuals get trapped
in jobs as a result of misperceptions and inability to deal with pressures, they show symptoms such
as hostility, absenteeism, obstructionism, and lose ‘‘career energy.’’ People who have career energy
are creative and valuable workers. They have vitality that facilitates their adjustment to the new job.

Donald B, Miller (1974) has designed a Personal Vitality Program for IBM. He defines vitality

. the desire and the ability, capacity, or power to perform effectively and
vigorously in life and at work, and to gain personal growth and satisfactions
from life and work, Vitality is winning at the game of life and doing it in the
context of work. ‘\mgllty is being up to date Vitality is being alive and recep-
tive to new experience (p. i1).

It is quite apparent that individuals who demonstrate vitality will increase their potential for
success in occupational transfers. Miller poses several questions in his "‘Personal. Growth and Vitality
- Inventory” to help i8M employees determine their vitality levels. Answering these questions may

. give you insight-into your potential for making a transition into a new job assignment: |s your image
one of being turned on and tuned in? What is your physical/psychologica! energy levei? What do
© you knov about your motivations? What is your rate of change? Is change fun or are you fearful
about it? How would you rate your ability to accept and use new ideas, concepts, or methods? Do
you have a program of exercises for your senses, mind, and body? How independent do you feel?

Our last word on.personal and interpersonal effectiveness skills comes under the category of
putting words into action. Many of the items we have discussed here can be found in the philosophy
statements of most schools.” But so often it is little more than lip service. Schools do not make a
concerted effort to develop these traits. They merely assume they will emerge.

The Denver and Mesa Verde programs are exceptions, We were impressed with their approach
to ensuring that students will possess desirable personal characteristics for work. Everything about
these schools—the curriculum, the teachers’ attitudes and the rules of conduct—communicates it. ]
Many opportunities are provided for students to develap self-confidence and independence. Students
are expected to become responsible, dependable, and trustv/vcrthy and so they'are treated that way.
Cooperation, enthusiasm, and respect are developed through the teamwork relationship established
between teachers and students. It is not at all unusual to/see teachers and students exchangmq roles.
How El“g can studems become leadurs if-they do not have a chance to Iead?

/

SEIf Analyms Skllls

. . / ,

Ealles (1972) notesta most disturbing quality of many people in regard to job transferabllity—
they are blind to their own skills. This is very evident in job interviews. Inexperienced workers cori-
clude that because they “’haven’t done anything yet,’”” they have no skills; and. experienced workers
conclude that the “only"* skills they have are the ones they used in past work experiences, Highly
transferable people on the other hand know their skills and their mult:ple éccupatmnai uses. They

are not blind to their skills.
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AMA

Motivating® .« ©

Leading

Negotiating

Resolving conflict

Coaching
. Counseling

Projecting self in positive ways
Relating to peers, superiors,
and subordinates

Empathy _ :
Asserting oneself ﬁ\

m\

ET

F‘EFSQEEBIE
Enthusiastic -

" Well groomed
Punctua!
Cooperative
Dependable
Organized
Self-starting ...
Responsible
Caring and respactful
Leadership

HUNTINGTON BEACH -

Getting along with peers
Providing ieadership
Deating with frustration
Using time effectively
Setting realistic goals

U

DENVER

Self-confidence
Initiative
Attitude
Originality
Reliability
Integrity
Persistence
Punctuality
Responsibitity
Ability to work with others
Leadership

AT&T .

Leadership

Helpfulness

Persuasion

Communicating with Dthérs about
work assignments

Contributing to group effmts

ACT

Reliability

Punctuality

Pride in performance
Cooperation

Tearnwork

Loyalty

Responsibility to self and others

Figure 4. Personal and interpersonal effectiveness
“sample ingredients.”
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So pervasive is the feeling that "“people are what they do,” that ordinarily when persons are
confronted with the prospect of a move to a new and dlfferent job, they seem to become immobil-
ized by, thinking they have no skills to offer. This is especially noticeabie when students take their
first ijS and homemakers launch new careers. It is a particularly perplexing situation in that con-
siderable evidence is accruing to show that persons continue to seek outlets for the abilities that
motivate them—often in spite of the requirements of their jobs. While at first these phenomena
seem to be at odds with each other, they really are not. At the basis of both is a lack of self-
understanding. Successful job changers apparently do not get into these binds. They maintain a
constant assessment of their skills and abilities and know when'to make the most of them in their
work. When they have to make a job move, they can quickly take steck of their skill repertoires
apd can apply them to do new work. Thus, an overarching characteristic of people who make suc-
cessful job moves is that they seem to have an acute awareness of who they are, what they can do,
and what they want to achieve in their careers.

Columbia’s Deeper Investigation of Growth (DIG) program recognizes that the development
of skills cantributing to occupational transferability occurs over a long period of time. They aiso
observe that the preferences and priorities of individuals determine which skills are favored or re-
jected for continued use or-development. The results of this favoring or rejecting process apparently

> “fade into the unconscious. DIG's main purpose is to help individuals develop self-analysis skills by

discovering the pattern of skills and characteristics.they have developed as a result of achieverments
that have produced personal success-and satisfaction. DIG’s director indicates that they use the

" ““Socratjc Method,” that is, questlons designed to ellcrt explicit expressions of something impligitly
--known,

Through this “‘success factor analysis'’ DI1G.participants recognize emerging patterns of skiifs
and personal characteristics, The fact that these skills and characteristics are preeminent and re-
curring suggests they are transferable, and hence, the participants continue to seek work which com-

- - plements their success patterns. The analysis is begun by constructing the following grid:

M

Successes

Functions

was the one thmg ygu a’za’ well that rnade esc::h actlwty satusfymg?' The answers tc thxs quest‘lon
become functions that are listed in the left column. After this exercise is completed, participants \
indicate the frequency of each function by checking each success in which a function was involved, '
The frequency. of a function gives it greate/r\prgminence in a person’s listing of skills. An example -
of one participant’s list follows: ’ .

®  Research and organizing ®  Persuasion

@ Visual planning - ®  Leadership .

e  Originality ®  Decision rmaking

® - Problem solving ®  Working under pressure
= 17
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Participants are then guided to find occupational applizatiors for their unigue combination of skills

-and characteristics which now have becomz the heart of their rasumes.

The DIG resurne is a good example of basing a practice on a notion of transferability. Because
these individuals have little or no idea of the occupations they might best enter and because they
are aware that most Columbia graduates do not enter an occupation that is directiy related to their
educational preparation, the resumes highlight widely applicable skills and characteristics with clear
examples of accomplishments associated with their development.

" The hierarchy in which the skills and characteristics are arranged in the resume gives insight in-

~to accupaticnal possibilities but does not limit individuals as many traclitional resumes do. For people

with little work experience or those who want to enter a riew and different occupation, placing the
emphasis on widely applicable skills and characteristics seems tc be a successful way to communicate
the preferred work activities of an individual and also enahles employers to focus on pertinent skills
and characteristics that tend to become lost in a mere listing of wurk history.

Developing skill in self-analysis is also an important feature of the Regional Learning Services’
Career Counseling Program, Lawrence Livermore Laboratory’s (LLL) Career Planning and Deveiop-
ment Program, and IBM's Personal Growth and Vitality Program. Individuals in all three programs

_are cgpeerned with finding direction for their careers. Becausa they have "lost” an awareness of

“their abilities, they have lessened their potential for occupational transfers. All three pregrems help

these individuals become competent in identifying their skills and the motivation 1o revitalize their
cargers. ' ’

RLS uses a variety of techiniques to heip“their clients become skillful in recogniziny their com-
petencies and using them to get a job. One technique involves the use of The quick job-hunting map
(Bolles, 1975) which: is designed to help people identify “functional-transferable skills.” These skilis
are then combined to form an .deal job objective that can be compared to jobs in the market place.

Lawrence Livermore’s program (1976) assists employees in using knowizdge gained from self-
analysis activities in making job changes. They state that a "‘good change will usually resultif you
create the opportunity to design some aspect of the potential job to fit your needs.”” Such an ap-
proach not only allows you to implement the skills that you have clarified and really motivate you
but slébeuﬁefits your employer because of your increased effectiveness. This ability to redesign
your work can come about only if you have a thorough understanding of what you have to offer.

IBM alsc incorporates the concept of work redesign inte their program. They reason that in-
creased self-understanding builds confidence which enables individuals to represerit themselves more
effectively andto achieve better congruence between themselves and the organization. Miller's dia-
gram (see Figure 5) demonstrates this interface and shows some of the influences effecting congru-
ence. Miller indicates that it is important for both management and the individual to work at this
math since both have a stake in improvement.

" Mence, continuous awareness of skills and knowing how and when to employ them should
contribute significantly to transferability among jobs.

Career Management and Productivity Skills

Viewed organizationally, successful occupational transfers increas2 the productivity of the or-
ganization. Viewed individually, successful transfers mean not only finding jobs that contribute in
significant ways to career goals but also being able to make the new work experience personally re-
warding. To do this requires skill in planning and managing your own cdreer.

18
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External Influences / '
Shaping Environment # f

forganizatiinal Goals
ik — S e

Personal Goals
S e — — ——&7

- Organizational Values

Personal Values

==

DYRAMIC FILTER

Skili and
e —— ——
Knowledge Needs

-

Czpabilities
I

Individual
Crganization
Work Environment

~ Reward and

) Recognition Systems
Reacognition and

7 7Faeﬂhaﬁkiﬂegd: s

Technology and
e .
Waork Design

Work Mode Needs

| - i
+ EXTERNALACTIVITIES I

SOURCE: - Miller, D. B, How to improve the performance and productivity of the knowledge
worker, Organizational Dynamics, Winter 1977, p. 76. (Reprinted by permission of
the author.)

Figure 5. The emp!gye‘é/crgénizati@n interface.
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An nereasing number of organizations are beginning to recognize the importance of develuping
these skills. They see the need for employees to take on major responsibility for career planning so
they will be able to manage change in their careers. So often, workers suffer from the delusion that
the company will take care of them and are crushed when they must adjust to a new work assign-
ment within the company, or to termination or layoff. These people need considerable assistance
when they have to find a new job and get started in it.

IBM is concerned about assisting in internal changes. The IBM Personal Vitality Program is
based on the assumption that career change involves personal responsibility. Using a self-analysis
approach supported by educational programs, it leads employees to value the concepts of conscious,
rational career planning and taking responsible control of the management of their careers. Figure
6 illustrates some of the questions employees respond to in order to make an action plan. This
strategy not only makes individuals aware of career change in their lives but provides guidance in
taking appropriate steps for making occupational transfers constructive events in achieving career
goals.

LLL's pilot project in career planning assists employees in evaluating the realism of their career
actions and plans. The program emphasizes self-assessment as a basic step in dealino with voluntary
and forced change in career direction. Some of the broad questions employees explore are:

How do | get out of this box? {i.e., being locked in by over-specialization)

b

‘What do | want to do?

What do | know how to do?
Where do | want to go?
What do | need to get there?

How can | tell how | am doing?

As a result of this program, employees acquire skills in career management. These skills ap;ear
to be instrumental in assisting individuals making job moves to transfer their job skills.

What does managing your career during occupational transfers involve? Moving into a new
position, especially one which is quite different from others held, requires a certain amount of ad-
justment. Job transfers focus considerable attention on new workers, whose skills are put to a test
by supervisors and coworkers. Similarly, the new workers are anxious to be accepted and want to
prove that they can do the required work and perhaps are looking for ways to redesign the work to
suit them. The degree of success that they experience during this period is dependent upon skills
which expedite this adjustment period and establish this person as an accepted member of the work
group. “Success’ and “acceptance’ here have no specific meaning in that the elements that consti-
tute them are variable. What may work for one person may not for another. What may work in one
situation may not in another.

The two terms that appear best to sum up tiis work arljustment behavior are flexibility and
adaptability. Both words, of course, imply behavioral responses to a changing array of human and
situational demands, real or imagined, in the new job environment. Successful occupational moves,
then, are not only dependent on being able to transfer previously developed occupational skills to
the new job and demonstrating personal and social characteristics to ensure continuous group
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Motivation for Change

What i _is your desire to chang_’f‘ Are you reasonabiy satisfied with yourself, your job
and your status? |If not, what kind of change do you want?

What was the last major change in your life? Did it happen to you or did you do

something to bri ng it about? Was it a change for the better?

What's your change history? Do you make freguent changes? Do ycu have problems
making changes? Do you feel changes are generally good?

Are your family, friends, and management suppurtive of change in you? Do you feel

boxed in and hrmteci by pressures from others?

What can you do to improve your prospects for positive change?

How locked in are you to your ca:ecr or job? What conditions would cause you to
accept a recycle job—one with lower prestige? Do you see value in recycling people?

Life and Career Dnrectmn

Have you estabhshed gcals and objectives in the past? What is your track record? Do

you usually achieve your goals? Can you achieve your goals in the context of the or-
ganization's goals?

What is your current (one year, five year) plan? What actions are.wou taking to support
any r;:lan you may have, however, formal or informal?

What is your score on rnanagmg your |IfE and career? Are yau ablm translate plans

develcped

How hss your perspective relative to goals changed over the last five years?

Where are you in your tgt@] life cycle? What is most influential in your perspective
about your present position in your life? Do.you see this position as primarily a position
with respect to career or with respect to age, with respect to ability or self-realization,

or some other criteria such as family life?

SOURCE: Abstracted from Miller, D. B. Personal growth and vitality inventory. San Jose: IBM
Corporation, General Products Division, August 1974, pp. 15-18.

Figure 6. Selected items from iBM's “Personal Growth & Vitality Inventory.”
21
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membership, but it also requires skills which facilitate a smooth transition and launch the new warker
in the most favorable light. Some have referred to these as navigational skills or adjustment skills.
Regardless of the name, they are useful throughout cne’s career, but come into play very strongly
during an occupational transfer. Let’s examine a few of these.

One counselor at RLS noted that people who make successful occupational transfers have a
talent for “'selling’” themselves and getting ahead. !t's an awareness of self and what the organiza-
tion needs. Some refer to this as “organizational savvy’’ or an ability to know how you fit into the
organization, who the power peopie are, what obstacles can get in your way, how the reward system
works, what others expect of you, how to get what you want out of the job, and how to keep from
getting boxed in. It should be relatively clear from this list, which is not limited to these items, that
adjustment means more than passive accommodation to the organization. To be sure, that is one
form of adjustment, but adjustment is used here also to include getting the organization to adjust
somewhat to your career goals.

Another transition skill is the ability to “unhook’ from previous relationships, experiences,
and learning. Dor Miller (IBM) noted that it is painful to separate from “what is you.”" An example
of this is ‘‘content blocking”” when individuals are incapable of using their skills with new content.
For example, “‘organizing” is said to bea widely applicable skill. But an individual who moves from
organizing activities for a family to organizing work activities for a staff of secretaries may not be
able to transfer the planning skills if he/she cannot make the content shift from family activities
to secretarial activities. Miller feels that persons who can “‘unhook” their skills will be more likely
to make successful cccupational transfers.

Learning to manage your career comes long before you take on your first job. All the schools
we visited know this. They spend a considérable amount of time guiding students in developing
career goals and planning learning experiences to achieve them. The Huntington Beach “'Career
Planning-Folder” is a good exarnple of how students can synthesize many cf their career exploration
and skill development activities in order to plan and manage their careers. In addition to keeping a
log of all career related activities during high school years, data are also recorded on:

®  (Career goals

®  Favorite subjects and occupations related to them

o  Self-information ~

e  Skills acquired

e  Courses completed

®  Post-high school plans
7 While this documeént appears to be more than adequate to accomplish its purposes, we would
have liked to have seen some portion of it devoted to making students more explicitly aware of the

transferability of “skills acquired’’ to a variety of jobs. It seems to be only a step away from doing
this. ° o :
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TENTATIVE AND EMERGING CONCEPTS

The principal objective of these visits was to gain a clearer understanding of the competencies
required to perform a variety of tasks in various occupational roles as well as a better understanding
of how people develop these competencies. Engaging persons in a discussion on this topic is easy
because, at face value, transferability appears to be a very desirable “commodity.” In that regard, it
is very much like flexibility, adaptability, and other general traits. Aslong as the discussion stays at
a very general level and generalities are accepted as examples of transferable skills, the discussion
flows nicely. But operationalizing the concept requires more specificity. It isin trying to gain the
specificity or clarity that the dilemma lies. What one looks for makes an enormous difference.

Without exception, we believe that all the programs visited concern themselves with occupa-
tional transferability. However, the range of emphasis varies widely from using it as a central ele-
ment to including it as a necessary but peripheral part of the program. It is impossible at this time

. to make generalizations with confidence about occupational transferability or how to go about de-
veloping it. What is clear though is that there are multiple variables affecting the manner in which a
person deals with career change, whether the change is between related jobs or very dissimilar ones.

Observations made during the program visits stimulated ideas that may contribute to a con-
ceptual framework for developing occupational transferability. The statements that follow were
not rnade by the persons we interviewed; they represent our first attempt to formulate underlying
coencepts. : :

PROPOSITION 1 Occupational transferability is a dynamic aspect of human development.

Occupational transferability is developmental in that there is a cumulative effect of an individ-

ual’s experiences including such things as what has been learned, what skills have been mastered,
how successful changes have been, and what attitudes have been developed toward change. Occu-
pational transferability is aiso dynamic. The manner in which transfers are' made has a great deal
to do with where individuals are in life. Novice workers, mid-career changers, and persons nearing
retirement have unique needs and motivations which affect those changes. These needs and moti-
vations must be taken into consideration. Similarly, the preferences and priorities of individuals
determine which skills and characteristics are favored or rejected for continued use and development
even though the individual may not be aware of the reasons for doing so. As a result, each person

. develops a uhique combination of skills and a personal style of occupational transferability.

PROPDSITION 2:  An individual’s repertoire of skills is pliable. -

This means that skills can be brought together in certain combinations for one job and that they
can be regrouped and reshaped to fit other jobs.
While we have discussed at great length the many commonalities ofijobs, it is also very apparent
that jobs do vary in the scope, degree of use, and priority of skills required to perform them. Indi- ~
. viduals who are sensitive to these differences increase their occupational transferability by responding
with the right skills at the right tlrﬂe ln the most appropriate ways depending on the work tasks they
are performing.
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PROPOSITION 3: Because an individual possesses a skill required in inany occupations does not

negéssanly ensure its trans.erabﬂj

Many persons beiieve that if individuals can, for example, sell, teach, or manage, they can sell,
teach, or manage anything. While there seems to be some truth to this, other important variables
(knowledge of the area, appropriate working styles, credibility, and organizational climate to name -
a few) may be overlooked.  These other variables may impinge on the success of such transfers.
Another common view. is that being able to communicate well is a highly transferable skill. ‘But
does communicating well as a camera salesman mean the same thing as communicating well as
camera repairman?

PROPOSITION 4: -Individuals are more likely to develop skills for occupational traﬁsferablluty
when their educational programs include those skills as part of the explicit

curnculum

Educators are unlikely to deny the value of their students becoming occupationally transferable.

*In fact, we are reasonably sure that most educators could point to several examples of how this is

happening in their schools. But when one looks at their curricula, their course guides, or anything
written about their programs, the most one can find on thissubject are scme global goals related to
general preparation for the world of work. Very little attempt is made programmatically to develop
these skills. Academic programs, in particular, often belittle the pragmatic concerns assaciated with
work and many vocational programs are obsessed with skill preparation that is unnecessarily circum-
scribed. “Consequently, if skills for occupational transferability are developed, it is only because they
have in some way inadvertently crept into the curriculum.

L e= ‘- j *

What daes all this mean? Essent;ally, Qccupatlahal tram Ferablll;y is, at best, a serendipitous
outcome of most educatlanal programs. At the very worst, some programs force studsiits into oc-
cupational “'straight jackets’’ by missing every opportunity to show students the multiple applicabil-
ity of the skills they are developing. in either case, many students are likely to be the losers.

tional trans’ Erablilty can make a dlfference Sklll developmem must prowde cmﬂcrete Examples Df

. the mul;ipie application of skills and practice in applying them in a variety of real work experiences.

Mast inmiportantly, awareness of the occupational transferability of those skills must be a principal
learner outcome.

All schools, not just vocational schools, need to make a conscicus effort to make students
aware of the occupational transferability of their skills. Schools that do not attend to this respon-
sibility, and particularly those that shun it, can cause students to be ill prepared for the occupa-
tional changes nearly all are sure to face.

PEDPDSITIDN 5: Developing skills in a variety of contexts enhances occupational transferability.

Skills and attitudes, per se, no matter how widely useful they may seem, will not ensure occu-
pational transferability. A great deal needs to be said for an individual's experiences with different
work environments, Greater familiarity with different work contexts and having had many oppor-
tunities to try out one’s-skills in them seems to improve a person’s chances of succeeding on a new
job. This not only provides more work options but also seems to increase the likelihood that a new

and different work. environment will not be as threatening or debilitating.

An example of “‘context shock’’ is the student who leaves school to start a job. Despite having

had substantial school preparation related to the job, the student becomes disoriented in the new
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environment. A Huntaton Beach counselor explained it this way. "Students don't know how 1o
communicate their ccivnetencies. For example, students who gt their training from teachers of
machine trades often don’t speak the same language as machinisis.”

What this seems to say is that the school environment encourages teachers, even if ariginally
from the trades, to talk as teachers are supposed to talk, !f this is true, then it becomes clearcr why
students without real work experience are often at such a disadvan:age when they make the transi-
tion from school to work.

Three of the programs were particularly concerned about the contexts in which skiils are
learned and practiced. While the HIP, ACT, and BET programs devote much of their time ta de-
veloping job skills, they also make students sensitive to work environments.

Becoming familiar with industrial environments and having the opportunity to try out school
skills in real work situations is a very important benefit of participating in HIP and ACT. Minority
students represent a large percentage of their participating students. These programs view he!ping
students to become oriented to industry as one of their principal goals in preparing students for the
transition from school to work. Students hecome more mature and their occupational ransferabii-
ity is enhanced by acquiring a variety of job skills and useful occupational information, by becoming
acquainted with the industrial expectations for job performance, and by developing mature work
attitudes, values, and interests as a result of the change of environments from schoo! and home to
work,

Students in the BET program prepare for careers through the various courses of the high school
curriculum and in-school work experiences of the variaus business enterprises located on the campus.
Throughout their high school years, students receive many opportunities to use their skilis in a variety
of contexts. Math skills, for example, are required for many of the businesses in the school’s “‘shop-
ping mall.”” By providing frequent and varied occupational contexts for students to practice their
math skills, Mesa Verde contributes significantly to the occupational transferability of its students.
The Mesa Verde program also provides off campus experiences for skill development. These addi-
tional “‘real world” contexts include work experience and other natural setti~gs for learning.

While offered as only one of the school’s ércgrams, BET has involved approximately 80 percent
of the students. This speaks well of the program since BET participation is voluntary and also speaks
well of the students for recognizing the benefits this program contributes to their career preparation.

PROPOSITION 6: Individuals must understand the multiple occupational utility of their skills.

So often individuals are unaware of their skills and how they can be of value in occupational
transfers. This lack of awareness leads them to conclude that they have little or nothing to offer to
the job market when a change is imminent. Individuals have defined their job competence in terms
of what they were paid to do. This seems to be one of the reasons why students are so aimless-when
they look for their first jobs. Another example of this is workers who see their skills only in terms
of their job descriptions. It never occurs to them that they have skills that are not on that piece of
paper. It never occurs to them that their skills can be detached from the job situation and used in
many other circumstances.

rn.ne tD a great extent which sKiils can traﬁsfer and whn:h _cannot.

PROPOSITION 6: The values-orientations of emplogers and the work environment itself deter-

In our discussions of how people make successes of t,heir job transfers, several of those inter-
viewed alluded to obstacles external to the work to be performed and to the workers themselves. -
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Cerwain employment practices and the beliefs they are founded upon seem to be clearly at odds
with employees’ attempts to use their potentially transferable skills. While ihese barriers often sur-
face at selection time, many continue to operate after employment is secured.

The most prominent among these factors is the requirement of credentials that often have little
to do with the work to be performed. Among these credentials are degrees, diplomas, vocationai
training, union membership, and other tangible evidence that ensures that an individual has passed .
over traditional hurdles and is a member of ““the group.” These “tickets” to employment presently
have great influence on personnel directors’ decisions. According to Norine Stritter who interviewed
workers and personnel directors in the Fort Lauderdale area, these tickets do not guarantee that a
person has the skills to perform the job. But without these tickets, individuals have few opportunities

. to get the work experience which is often required for most jobs, and other experiences in which they

have developed the needed skills are either ignored or devalued. Many employers simply refuse to
acknowledge skills developed in non-certified education and work expenences such as avocations,
volunteerism, and hamemakmg

RLS (1975) launched an attack on this problem through their ’"Home Management and Human
Service Competencies’’ study. They observed that:

Although there have been several studies demonstrating the value of work performed
.in the home, society generally discriminates in favor of paid jobs—not counting
homemaker as part of the work force and most highly valuing skills which it must
concretely reward (Emphasis supplied) (p. 2).

The resu:ts of RLS's efforts were the identification of knowledge znd skills acquired through
horne management experiences and recommended criteria for granting credit for those experiences.
SanSEquently, R LS ha's made a LDﬁStFUEti\JE step iﬂ f:h”*giﬁg the percepticns aﬁd values of EmpIDy
ngever untll we can certlfy that mdlwdua!s have develaped sklils in seemlngly uﬁrelated exge‘,,
nen:es to the jobs they WlSh tc undertake, claims to such skills will not be met with much credibility.

The work environment to which a person moves determines which skills transfer, so an individ-
ual who atterﬂpts to employ skills and characteristics not needed and consequently not rewarded of-
ten experiences “‘negative transfer.” Skills possessed but not used result in “zero transfer’” and pos-

sibly atrophy. Because of the homeostatic nature of most organizations, individuals who have bt zn
in training, for example, often meet resistance to their newly acquired skills.

PROPOSITION 8: The success of a ,p -cupational transfer is dependent upon the nature of the

transfer and the ir pllcatlons it - has for the individual’s career.

Individuals of any age facing a change in careers are called upon to reassess their skills and to

~ determine how to bring them into play in the new job. While individual responses to career changes

seem to be affected by previous experiences, especially those connected with occupational change,
the success of a move from one job to another is not guaranteed by previous-successful moves.
Bruner (1969) notes that there are "plights” that are neither solved nor by-passed by being adjusted.
Occupational transfer seems to be one of them. Job changing is a recurring challenge. It can involve

.upgrading, downgrading, lateral moves, and major or minor shifts. Each type of move may or may

not be met successfully. It depends to a gr “at extent on the kind of transfer individuals encounter
and their readiness to make those moves. To wit: What will three abrupt job moves in one year
mean to a younger worker? An older worker? What will a promotion from a non-management job
to a management job rnean to someone who has worked for the company for two years? Twenty

- years?
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RECOMMENDATIONS FOR FUTURE
RESEARCH AND DEVELOPMENT

Qur program visits increased our confidence in pursuing strategies for developing skills for occu-
pational transferability through education and training programs. However, much still needs to be

done. The following are suggestions for research and development that we feel are nesded for making
educational enterprises more responsive to the needs of individuals whose careers are likely to be

characterized by change.

Recommendation 1:  Strategies are needed for redesigning academic and vocational eﬁucatmn cur-

ricula to provide f for the develapment of Dt:s:upatlaﬁal transferabmty

Many of the present strategies for laying out the scope and sequence of learning have little to
do with the career needs of youth. Traditionally, curriculum design concerns structuring knowledge
and skill development on the principle of proceeding from the simple to the complex. Hence, teach-
ers see their job in terms of getting students to the next level of complexity. The ultimate use of the

‘knowledge and skills is merely incidental to that process. If first-graders get to’ second ¢ ade and high

school strudents graduate or go to college, schools see their job as being dgne

This paradigm is totally inadequate for systerﬁatlc development of Qccupatmnal transferability.
It leaves too much to chance. If occupational transferability o* «*ills is to be a central goal of schools,
then SpECIfiEEtIQﬂS for developing it will have to be incorporated :rito the design of all their curricula.

"Hecér’nmendati@n 2: Innovative mstructmnal techniques designed expresﬂy for developing occu-

patlcmal transferablhty are needed.

While we saw many instances where skills for occupaticaal tre rsferability might be developed,
we were chagrined to discover that little attention had beer: given to instructional tectniques. Most
of the effort has bec - . to reorganizing the students’ programs. Ferhaps that is sufficient and
whatever way teache. . -vant to teach will not make a difference. But we are not inclined to think so.

‘We are concerned that most teachers are not as unusually gifted as those we observed and will need

preparation to teach for occupational transferabiiity. They wiil want to know how it is done: These

techniques not anly must be sound but appealing. Instructors will have to be motivated to use them.

Recommendation 32 More needs to be known about the conditions that foster and impede the
development of occupational trgn;fgrabiiity.

We began to sense very strongly that the conditions under which individuals develop their skills
affect the transferability of those skills. Aswe progressed in our program visits we became aware of

‘some facilitating and constraining factors. However, our evidence is rather tenuous. A systematic

study is needed

The starting place for this study would_have to be the people who t:r;mduct programs such as
those we visited. Much of the programs’ success has to be directly attributable to them, that is, to
their competence, their attltudes their vision, and their drive. They are committed to helping
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aec’mple make the most of their talents. They believe people are resourceiul resilient, and capable of
Iearmﬁg They know how to provide a supportive environment for growth and le arning. They in-
tuitively see the need for learning about skill application by experiencing a variety of waork assign-
ments in real work settings. They do not merely provide what they think is “‘good preparation’” for
careers, they also halp others io know why it is good preparation.
-~

The program people ment: ioned several DbStaQEE that need to be overcome. Many states have
mandated that students must be prepared for an entry level job. Hence, prevailing attitudes favor
specific job training and tend to eschew forms of general vocational preparation. Also, employment
selection practices place a high priority on job specific skills gained in previous employment and often
overlook the transferability of other skills.

Recommendation 4:  More reliable information is needed about skills required for jobs and skills
H

dEV9|OpEd bv schoals 50 xf“at gr;atar congruence rﬂf skills can be established.

quired for Jot:»s by gathermg, in one way or the other, * expert testlmony" from jOb mcurnb,ents and

‘emplovers. Most found this to be a tedious and difficult task. Worse still, they were very uncom-

fortable about the reliability of that information. One interviewer found It necessary to interview
many job.incumbents for each job because she found that workers have difficulty identifying and
describing the skills required in their jobs. Also, she found considerable variability among the job
descriptions. In many instances, she interviewed personnel directors to get their descriptiors of the
jobs, and found that they presented still another picture of the job requirements, often mentioning

- qualifications like diplomas and training certificates which the job incumbents claimed were not

relevant. Then, after finally identifying several agreed upon competencies for an occupation, program

_people were confronted with the equally difficult task of matching instructional objectives with the
job competencies. Even though a few of the programs we visited were relatively successful in ac-

complishing these tasks, we are surg.that systematic, empirical studies leading to better congruence
of school skills and job skills would be welcomed. These studies could build upon the work of the

Generic Skills Project (Smith, 1973).

Recommendation 5:  Students need monitoring and planning devices to help them keep track of
the skills they are developmg and relate thase skllls to a variety of C!CCLJQe,tlDﬂal

*ossmmtles

The periad of skill development can be long. Students who have yet to undertake gainful em-
ployment are likely to lose track of the skills they have developed and how those skills are related
to potential employment possibilities. We saw tremendous potential in Fort Lauderdale’s compu-
terized syster for monitoring skill development and in Huntington Beach’s Career Planning Felder.
We would like to see what could be done with techniques such as these using occupational transfer-
ability of skills as the central organizing feature.

i

Recommendation 6: Counseling strategies are needed to meet the individual’s life-long need for

interpretation of skill “transfer as it relates to new emplayment ventures.

We were very impressed with what is being done in this area by the programs at Columbia Uni-
versity, IBM, RLS, and LLL for youry and middle aged adults and by the National Center for Career
Life Planning Program (1976) for older workers. These programs are exemplary. What is needed,
though, is their counterpart for adolescents, especially those who are still in school. We see no rgason
why the same principles that work in the programs mentionec' - g cannot be incorporated into
counseling programs for youth. Their need is no less—perhaps it is even greater. This means an
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increased commitment to and from guidance and counseling DEFSGﬁﬁE‘l in the development of occu-
pational transferability, especialiy at the high school level.

Recommendation 7:  Evaluation strategies are needed to assess t1e effects of learned skills on
successful job moves.

Most of the programs have an evaluation component, but, un‘ortunately, none has collected
data that support the contention that its clients have been more successful in occupational transfers
as a result of participating in the program. A few programs had conducted surveys to find out their
clients’ estimations of the worth of their pregrams. Not surprisingly, they were judgec to be very
worthwhile. However, following up on clients to see if they are effective in a succession of ‘ob moves
as a direct result of skills gained in the program is yet to be done. The program people see this as be-
ing a very ambitious undertaking. Aside from the costs which would be prohibitive in most cases, it
will be very difficult to contro! the intervening variabies associated with the lapses in time between
the training and the subsequent job moves.

Recommendation 8: Assessment instruments are needed to help employers determine the transfer-

ability of job candidates’ skills.

Our discussions on empiovment selection procedures with AT&T's Employment and Movement
division and the Denver Transfer Cureau personnel forced us to face some of the less pleasant realities
of lif2. While these AT&T people do consider occupationally transferable skills in the selection pro-
cess, it does not appear to be very practicable at this time to use them as the principal criterion.
Many factors impinge upon the selection process, and the reasons for selection and non-selection,

" now more than ever, must be defensible. Without some means of measuring or certifying transfer-

able skills, selection based principally on them would be untenable.

Recommendation 9: Qccupational information documents need t'g,bighjgght the transferable skills
and characteristics that are needed in each occupation.

Most written occupational information is based on a simple principle: informing people of the
particular skills and knowledge needed for occupations. Once individuais become aware that their
skills are transferable 10 many occupations, they want to know the relative worth of these skills to
specific occupations. Existing materials are not set up to provide that kind of information. For
example, suppose organizational skills are your forte. How do you find out which jobs require those
skills? Surely, you cannot read all the job descriptions that exist. One simple way around this prob-
lemwould be to pravide an index which could list transferable skiils and occupations that drew most
heavily on each one,

Recommendation 10: An ‘‘awareness campaign’’ is needed to join employers, ‘educators, and the

general pubhc; in a common understandmg of t the transferabmty of skills

among occupations.

There would be considerable risk in directing schools to develop programs based on the trans-
ferability of skills among occupations if employers and others did not see the value of that type of
preparation at critical times such as employment selection, entry into training programs, job place-
ment, and promotion. What is needed is a common understanding of these skills and a suitable
means of communicating about them. Also, we wiil have to let go of old ideas regarding how we
think about people and the work they do. ’
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SUMMARY

Our awareness and appreciation of practical efforts to prepare individuals for occupational change
has been greatly enhanced as a result of our program visits. The opportunity to discuss the develop-
ment of skills for occupational transferability decided!y enabled us to clarify our thoughts on that
topic. The interchange of ideas between our staff and the program representatives has been highly
productive. Butitisonly a beginning. We feel we have a better grasp of the subject, but it is clear
that further work is needed in defining occupational transferability. We aiso need to know with
greater certainty what educational factors affect the development of occupational transferability,
and we must identify ways in which such factors can be minimized or maximized as the case may
be.

Programmatic efforts to assist individuals in becoming occupationally transferatle must operate:
in a dynamic relationship to the intricacies of the job market. These efforts must include an aware-
ness of such things as current and projected labor market demands, typical aspects of major and
minor occupational transfers, and the seemingly limitless number of consequences that can arise in

“a job transfer depending upon the individuals involved. While it might seem that such matters would
not be important to those responsible for developing transferable skills, quite the opposite seems to
be the case. A very striking similarity across all of the programs we visited relates to this point.
While the programs tcok students’ future career goals into consideration, they did so in the context
of current labor market realities.

Finally, the five areas of skill development for occupational transferability mentioned in this
paper have implications for more than training methods. They also call for means of identifying
skill potential, measuring skill growth, and evaluating instructional strategies aimed at skill develop-
ment. These all will require the construction of good measures and good measurement practices.
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PROGRAM SCENARIOS




PROGRAM

QEGAN!ZATIDN

DIRECTOR

RDG RAM TYPE

DESCRIPTION

PERSONS SERVED

- PERSONS INTERVIEWED

INTERVIEWERS

DATE OF VISIT

ADULT CD PETENCY EDUCATION (ACE) _

San Mateo County Schools

609 Price Avenue .
Redwoed City, California 94063
{415) 364-5600 x4234

Joe Cooney
ACE Project Director

Adult Basic Education

ACE is a federally funded adult basic education project that prepares
its students for the math and communication skills required Eafyq}he
most common entry-level jobs in the San Mateo area. It isa litéracy
program that adds vocational meaning to the academic curriculum.
Students are instructed in the mathematics, reading, and writing skills
needed to function on the job. The design of the program involves
an analysis of job’competencies in terms of the basic skills required
to perform them. Participating students, after selecting a job, review
the competencies required and plan their program. Once skiils are
m:astered, they are recorded on the students’ “‘competency profiles”
until all are complated, and then students are certified as ready for
job specific skill training.

Adults

Joe Cooney

ACE Project Director

Richard J. Miguel
Allen A. Wiant

May 2, 1977



~

PROGRAM

ORGANIZATION

DIRECTOR

PROGRAM TYPE
DESCRIPTION

PERSONS SERVED

PERSONS INTERVIEWED

o

INTERVIEWERS

DATE OF VISIT

~ Rockwell Interqatlcnal s/

ADVANCED CAREEH TRAINING (ACT)

12214 Lakewood Boulevard /
Downey, California 90241 . /
{213) 922-2967: ’

James J. Haun
ACT Project Director & Corporate ACT Representative
} ¢

Expenentlal Wark Education

ACT is the' nam‘:n s largest mdustry sponsored educatnan pmgram
Its purpose is to fill existing educational voids by bridging the gap
betweerl academic classrooms and gainful employment in industry.
It daep‘thls by providing ¢ students from local participating high
schogls with job skills and work attitudes that give them a compe-
titive edge in the employment market. ACT students, 70 percent of
whom are from racial minorities, attend two hour courses twice a
week for a semester at the Rockwell facilities. A principal outcome -
is that many ACT students have been hired by Rockwell and other
major industrial concerns; Their experience as new employees has
been far more successful than students who have not participated

in ACT. More than 7,300 students have been participants. Five
divisions of Rockwell internatlcmai in the Los Angeles area sponsor

- ACT classes.

Students from 50 surrounding high schools

James J, Haun
ACT Project Director

Richard J. Miguel
Allen A. Wiant

April 28, 1977
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PROGRAM

'ORGANIZATION
DIRECTOR

PROGRAM TYPE

ESCRIPT!DN

PERSONS SERVED

PERSONS INTERVIEWED

INTERVIEWERS

DATE OF VISIT

|

BUSINESS ENTERPRISE TRAINING (BET)

Mesa Verde High School

‘7600 Lauppe Lane

Citrus Heights, California 95610
(916) 726-6616

Susan Brown
BET Coordinator

Career Preparation

Mesa Verde High Schoo! is a career education high school. As an
elective, it has developed a Business Enterprise Program to prepare
students for success in the employment market by providing them
with business knowledge and experience. BET develops these skills
through multi-curricular product and service activities in ongoing
commercial ventures both on and off campus. An interesting feature
of this program is the operation of a “shopping mall”’ on the school’s
premises in which students have many opportunities to apply skills
and knowledge from various courses to a variety of work experiences.
Students operate retail stores, recycling shop, restaurant, printing
and photography shop, accounting agency, construction company,
and a media corporation. Upcn completion of training in any of
these entérprises, students receive competency certificates which are

. evidence of acqmrmg entry- level skills.

High school s}udents

Napoleon B. 1 ripl\ett, Principal

Susan Brown, BET Céégdinatgr'

Carolyn ngge,Suppcrt Serv_iges Director

Linda Holmes, Curriculum Director

~ Richard J. Miguel
Allen A. Wiant

May 5, 1977
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' PROGRAM

ORGANIZATION

DIRECTOR
/
/
s‘j B

PROGRAM TYPE

DESCRIPTION

PERSONS SERVED

PERSONS INTERVIEWED

INTERVIEWERS

. DATEOF VISIT - .-

CAREER EDUCATION CENTER PROGRAMS
Career Education Center

2650 Eiiot Street

Denver, Colorado 80211

(303) 455-6966

Irving Moskowitz

Principal

Secondary school—career preparation

The Career Education Center offers one semester courses to all stu-
dents attending Denver high schools. Most of the courses are geared
to specific occupational skill development; however about 40 percent
of the students are planning tc further their education in the areas of
fine arts and the professions, The entire occupational curriculum is
individualized, self-paced, competency-based, and practical. Students
get a competency certificate which lists specific skills mastered. The
certificates for all courses list skills common to many occupations.

All Denver students in grades 10-12 are eligible.

Irving Moskowitz Thomas Manion

* Principal Supervisor, Occupational Programs

Val Sena . Raymond Lehr
Supervisor ' Head Teacher
Support Services . Construction

‘Eloise Lee Denald Taylor

Supervisor * Prc ‘am Coordinator/Teacher

Pupil Services Fir 2 Arts & Academic Programs

Richard J. Miguel

Allen A. Wiant

December 14-15, 1976
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. PROGRAM
ORGANIZATION -
" DIRECTOR 4, .. .

. PROGRAM TYPE
DESCRIPTION

Lt

PERSONS SERVED
PERSONS INTERVIEWED

INTERVIEWERS

DATE OF VISIT

i

CAREER LIFE PLANNING

The National Center for Career Life Planning
American Management Associations

135 West 50th Street

New York, New York 10020

(202) 586-8100

* Patrick J. Montana
- President, NCCLP

Career guidance
The Nationa Center for Career Life Planning, a division of the

opportunities for able older Americans. NCCLP is concerned with

© the reentry problems most older persons face as they are caught up

in forced early retirements, layoffs, and firings of workers over forty.
In order to capitalize on the talent, experiences, and wisdom of these
individuals, NCCLP is developing strategies for assisting older workers
to recognize careers in which they can use their skills, studying ways
in which work can be restructured to accommodate older workers,
and promoting a constructive attitude about aging and retirement

to counter the prevailing neuvative attifude,

Workers over 40 years of age
Patrick J, Montana

President
NCCLP

- George Davenel l

Vice President
NCCLP

Richard J. Miguel
Allen A, Wiant

December2, 1976



PROGRAM

ORGANIZATION

DIRECTOR

- PROGRAM TYPE

DESCRIPTION

/
'PERSONS SERVED

- |
PERSONS INTERVIEWED

INTERVIEWERS

DATE UF VISIT

' CAREER PLANNING AND DEVELOPMENT

Lawrence Livermore Laboratory
P. O. Box 808 L-428
Livermore, California 94550
(415) 447-1100

Marlys C. Hanson
Training Manager

Career counseling and development for employees and mariagers

The Career Plannirg and Development program at LLL assists em- -
ployees in developing control and direction of their careers. This
program originated as a result of a massive lay-off in which many
employees were found to be in need of assistance in recognizing how
they could use their skills in other careers. Today the program has
many purposes, among them, providing guidance to the many em-
ployees who are contemplating career changes within LLL and else- '
where. By helping employees to recognize their skills and the many
uses of them and to develop career management skills, LLL feels that
they have increased the productivity of their workers. Managers and
supervisors are also counseled in improving effectiveness of using work
assignmients to develop skills and thus promote career progress. A
variety of continuing education and training programs also provide

opportunity for continued skill development.
All LLL employees
Marlys C. Hanson

Manager
Training

. .Richard J!Miguel
" Allen A. Wiant .

May 3, 1977
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PROGRAM

- ORGANIZATION

DIRECTOR °
PROGRAM TYPE

" DESCRIPTION

[

_PERSONS SERVED:

PERSONS INTERVIEWED
INTERVIEWERS

DATE OF VISIT

COMPETENCY BASED MODEL

Huntington Beach Union High School District
5201 Bolsa Avenue

Huntington Beach, California 92647

(714) 898-6711

Donald Averill
Director, Career Education

Career Education

This-competency based model enables high school students to ac-
quire basic job competencies for mutlal job entry. These competencies
have been identified with the assistance of community advisory com-
mittees, teachers, and counselors. Using a validation approach, stu-
dents are issued '‘Certificates of Competency’ upon achieving skill
competency levels required by their chosen entry-level jobs. The
courses are offered by the high schools and the Regional Occupational
Program whlch is mostly on-the-jcb training.

High School StudEﬁts
! B

Donald Averill
Director, Career Education

Richard J. Miguel
Allen A. Wiant

April 29, 1977
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. PROGRAM

ORGANIZATION

DIRECTOR

PROGRAM TYPE

'DESCRIPTION

PERSCJNS SEFWED
7 PERSQNS INTERVIEWED

' INTERVIEWERS

DATE OF VISIT

Columbia University

DEEPEE INVESTIGAT\‘ON OF GROWTH (DIG)

Office of University Placement and Career Ser\nces
Career Advising Division :
306 East Hall

New York, New York 10027
(212) 2805497

Richard M. Gummere, Jr.
Director, Career Advising Division

Career Counseling .
DIGisa structuréd program of occupational uidance offered to

students and alumni. Some individuals want help in finding a career;
others want help in. Iaunchlng or pursuing Dne\The program teaches

them to identify connections between successesiin life and possible

career options. It helps them to recognize ernergmg patterns of skills
that appear to be career relevant. Participants do a “‘success factor
analysis,” recognize competencies, define work objectives, design a

" resume based on work functions, and learn job-hunting skills,

" Alumni and currently enrolied students of Columbia University

Richard M. Gummere, Jr.
Director, Career Advising DIVISIDn
DIG Program Designer

d=Arnold O’Steen
Fiacement Officer

: chhardJ Miguel

Allen A. Wlant ' i
. _ ~

December 152, 1976



PROGRAM

ORGANIZATION

DIRECTOR

PROGRAM TYPE
- DESCRIPTION

_PERSONS SERVED
PERSONS INTERVIEWED

INTERVIEWERS

DATE OF VISIT-

HIGH SCHOOL INVOLVEMENT PROGRAM (HIP)

Northrop Corporation

3901 West Broadway '
Hawthorne, California 90250
(213) 970-3005

Betty J. Benson
HIP Training Caérdinatpr

‘Experiential Work Education

HIP provides students with on-the-job trainir j t-: develop employable

for 16 weeks. Emphasizing "hands-on’’ experiences, 60 types of jobs
are offered to approximately 170 students at a time. This is the
maximum number of students Northrop can accommodate in order
to provide the individualization they feel is essential to their program’s’
success, Individualized attention and evaluation of progress are among
its important features.

Seniors from 18 surrounding high schools

Betty J. Benson
HIP Training Coordinator

Several HIP students

Richard J. iiguel
Allen A. Wiant

Apsil 27, 1977
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PROGRAM

ORGANIZATION

DIRECTOR

PROGRAM TYPE

DESCRIPTION

PERSONS SERVED.

PERSONS INTERVIEWED

INTERVIEWERS.

DATE OF VISIT

MANAGEMENT DEVELOPMENT PROGRAMS

American Management Associations

Planning and Development Division

New York, New York 10020

- {212} 586-8100

Edward O. Malott, Jr.
Vice President '
Planning and Development

Educational services to management

The Center for Management Development presents over 2,200 pro-

grams to earn a promotion, to develop a new set of skills, and to get
new ideas that can change corporate life. The main purpose of this

Center is to help managers develop, step by step, to the utrnost of

“their capacities. Skill development common to all general manage-

ment courses are in the areas of administrative skills and interpersonal
skills. : :

Managers, directors, éresiﬂenis: 50,000 managers attend programs.

at AMA each year. AMA membership exceeds 52,000.

Edward O. Malott, Jr.
Vice President
Planning and Development

Treadway C. Parker
Director
Organization Development Services

Richard J. Miguel

- Allen A. Wiant

December 2-3, 1976
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PROGRAM
ORGANIZATION

PERSONS SERVED
PERSONS INTERVIEWED

;

INTERVIEWERS

DATE OF VISIT

'PERSONAL VITALITY PROGRAM

International, Business Machines Corporation
General Products Division '

5600 Cottle Road

San Jose, California 95193

. (408) 256-6213

Donald B. Miller
Program Manager for Human Resources
Managing Career and Other Activities

The Vitality Program developed by IBM is designed to help improve
the performance and productivity of engineers. One facet of the pro-
gram focuses on the interface of the employee and the organization
particularly as change is imminent in the engineers’ or professionals’

productivity, and to increase their ability to perform effectively and’

. vigorously. 1BM’s concept of “career vitality,” illuminates the dis-

cussion of occupational change problems. Using an inventory to help
assess their personal growth and vitality, employees discover their
motivations for and attitudes toward change and develop a plan for
managing their careers. Many of the smployees who participate in
this many faceted program are able to change dissatisfactions with
their present jobs into improvements or a career change.

Engineers and other professionals

‘Donald B. Miller .

Program Manager for Human Resources
A T

Richard J. Miguel

Allen A. Wiant

May 2, 1977
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PROGRAM

ORGANIZATION

bIrECTOR

PROGRAM TYPE

DESCRIPTION

. PERSONS SERVED

SALABLE SKILLS PROJECT

The School Board of Briwvard County, Florida
Division of Instructional >arvices
1001 N. W. 4th Street

i Fort Lauderdale, Florida 33311

(305) 765-6480

Anne McMichael
Career Education Coordinator

High School Career Preparation

A program for the development and verification of salable skills is
underway on a pilot basis in four high schools in Broward County.
Salable skills have been defined to mean: skills necessar, o perforin
jobs, and employability skills necessary to obtain and retain jobs.
The strategies include both in- and out-of-school experiences. The
design of this program is based upon interviews with workers in 200
occupations to identify the competencies necessary for their jobs.
An infusion of the interview data and identified employability skilis
is being made with the existing curricula. Upon graduation, students
will receive a salable skills certificate. The program was implemented
in the 1975-76 school year with 6,800 students.

All students within local high schools.

FEHSGNS INTEEVIEWED Anne McMichael

INTERVIEWERS

DATE OF VISIT -

- Career Education Cnord.nntar

Norine Stritter
Interviewer, SSP

Robert Boegli
Asst. Dlrectar Vacatmnal and Technical Education

Hay De !a Femlhez Admm Asst. e,
Ben Arculec Adrnm Asst ‘

=

Claire Cu:h,en Dccupatlanal Spec
Laurie Irvine, Counselor, SSP

Fﬁﬁhard J. Miguel

April 18, 1977
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PROGRAM UPGRADING AND TRANSFER PLAN

ORGANIZATION American Telephone and Telegraph Co.
General Employraent and Movement Division
195 Broadway
New York, I =+ York 10007
(212(393-4%-:. .

Mountain £ = 7 nsfar Bureau
Rocm 630, »_. ..:h Street
Dei .¢r, Colorado 80202

(303) 624-5780

DIRECTOR ' Hal Schreck, Manager-{American Telephone and Telegraph Co.)

James Bruce, Manager {Mountain Bell)

PROGRAM TYPE _ Employee selection and transfer

DESCRIPTION This Upgrading and Transfer Plan specifies procedures to be followed
s in the handling of nor-management promctions, laterals and down-

grades 1o jobs in the same or different departments within any AT&T
company. The purpcse of the plan is to provide the opportunity for
employees to be considered for other jobs they may desire by specify-
ing how their requests for each consideration aie to be handled.
Qualifications specified in ""Job Briefs and Qualiications,” are eval-
uated through tests and past performance. Job related and basic
qualifications are considered. '

PERSONS SERVED" Non-managar-ent persannel
PERSONS INTERVIEWED  Hal Schreck Julie Dimler
: Manager | Staff Specialist
General Employment and Human Resource
Movement Division - Utilization_
Frank Maestas James Bruce
Personnel Supervisor Manager
Non-Management Employ- Denver Transfer Bureau
ment/Movement
INTERVIEWERS Richard J: Migue!

Allen A. Wiant

DATE OF VISIT o December 3, 1976 (New York)
December 14, 1976 (Denver)

|
|
l
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AEPORTS ON OCCUPATIONALLY TRANSFERABLE SKILLS

-

Aliman, J. W. Transterability of vocational skills: Review of literature and research (Information Series No, 103),

1976. ($3.80)

- A review of what is known about the transf&rablhty af occupational skills, desrﬂbmq the process or the facili-
tators of skill transfer.

Ashley, W. L. Occupational information resources: A catalog of data bases and classification schemes (Information
Series No. 104), 1977. {$18.20) '

A quick and conci.e reference to thie content of 55 existing occupational data bases and 24 job classification
schemes, Abstracis of each data base and clastificstion scheme include such information as: identification,
investigator, location, documentation, access, design information, subject variables, cccupation variables, and
organization varianles.

Ashley, W. L., & Ammerman, K. L. /dentifying transferatie skills: A task classification approach, 1977.

A report of an exploratory study designed to test the usefulness of five elassification schemes in identifying
the transferable characteristics of tasKs in diverse occupaticns.

McKinlay, B. Characteristics of jobs that are considered common: evievs of literature and fgsegrsljz (Information |
Series No, 102), 1976. ($3.80) :

A review of v;arié,, approaches for classifying or clustering jobs, and their‘use in (a) describing the elements of
- . commonality invoived when people make career changes, and (b) understanding better the concepts of occu-
patiunal adaptability and skill transfer. '

NMiguel, R. J. Developing skills for occupational transférabrhty Insights gained from current practice (Information
. Series Nc. 125),"1977.

A report of clues and suggestions gained in the review of 14 existing training programs, with recommendations
far practice which appear to have been successful in recognizing skijll transfer and taking advantage of an indi-
. vidual® 5 prior skills and experience.

Pratzner, FiC. Ocz:u;istiaﬁal adapiability and transferable skil!s: Final éraiectrapafr, 1977.

A sﬁmmarv final report, presenting and discussing an array of issues encountered in the various project activ-
ities, and offering recommendations, S '
Sjogren, D, Occupationally transferable sk;lls and characteristics: Review of literature and research {Information
Series No, 105), 1977. ($2.80)

A review of what is known about the range of occupation-related skills and characteristics that could be con-
sidered transfetable frem one occupation to another, describing those transferable skills which are teachable |
in secondary and postsecondary career preparation programs.

Wiant, A. A. Transferable skills: The emplayer’s viewpoint, 1977,

A report of the views expressed in nine meetings aér@ss the cauntry by groups of local community and busi-
ness representatives concerning the types of transferable skills required and useful in their work settings and
how a better understanding of transferable skills could irprave training and occupational adaptability.
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for orders in excess of $10.00. Flease make check or money order payable to: THE CENTER FOR
VOCATIONAL EDUCATION. Mail remittance and/or purchase order to: CVE Publications, The Ohio
State University, 1960 Kenny Road, Columbus, Ohio 43210. (Prices subject to change.)
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